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I. INTRODUCTION 



A. PURPOSE OF BILINGUAL VOCATIONAL TRAINING 

The funding of the current bilingual vocational ^raiaing 
programs is authorized by the Carl D. Perkins Vocational Educat- 
ion Act of 1984. Under the provisions of Title IV, Part E of the 
Act* grants and contracts for BVT are intended to 

"serve individuals who normally use a language other than 
English, for bilingual vocational education and training for 
individuals with limited English proficiency to prepare such 
individuals for jobs in re.cognized occupations and in new and 
emerging occupations. Such training shall include instruction in 
the English language to ensure chat participants in such training 
will be equipped to pursue such occupations in an English 
language environment . " 

And the Act specifically stated that its purpose is to 

provide bilingual vocational training to adults: 

"whose efforts profits from vocational training \s 
severely restricted by their limited English-speaking ability 
because they come from environments where the dominant language 
is other than English; that such persons are therefore unable to 
help to fill the critical need for more and batter trained 
personnel in vital occupational categories; and that such persons 
are unable to make their maximum contribution to the Nation's 
economy and must, in fact, suffer the hardships of unemployment 
or under-emp loyment . " 

B. INTRODUCTION TO CMP 

The Chinatown Manpci/er Project, Inc. (CMP} is a non- 
profit, community based organization. It was incorporated in 
1972, not long after activities were initiater' by the Chinatown 
Mission to provide English language instruction for Chinese- 
speaking immigrants and refugees. In 1975, CMP was one of 21 BVT 
project sponsors who received federal grants to begir conducting 
bilingual vocational training for limited English-speaking 
adult s • 



Over the past 16 yaars, CMP has provided raining and 
employment services tc mor^ than 1 ,000 graduates and walk-in 
clients. CMP ' s job placement rate has averaged between 90% and 
95Z. More importantly, the job retention, promotion, and salary 
increment rates for CMP's graduates have been impressively high. 
It is CMP's mission to lielp its clients become productive, 
upwardly mob5.1e members of the American society. 

C. BRIEF DESCRIPTION OF THE COMMUNITY 

CMP is situated in the heart of Chinatown in lower 
Manhattan of New York City. Most Chinese immigrants and refugees 
choose to settle in the New York metropolitan area because the 
city has the largest Chinese population concentration in Ameiica. 
And New York City is considered one of the largest commercial and 
financial centers of the United States and this provides an 
abundance of job opportunities. Service industries such as 
banks, brokerage houses, accounting firms, insurance and import 
and export companies have great needs for skilled workers to fill 
clerical, bookkeeping and computer-related positions. 

D. NEEDS IDENTIFICATION AND ASSESSMENT 

CMP's programs are designed specifically for limited 
English proficient Chinese immigrants /refugees with the following 
characteristics . 

1. They lack job ski'lls that are marketable in the New 
York City labor market; 

2. They are extremely limited in English proficiency, 
lacking the language skills needed to work in an 
English speaking environment; 
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3. They are unfamiliar with the American culture; 

4. They lack a basic unJerstand^'ng of the workings of 
the busin2ss world and how to succeed in it; i.a. in 
finding and applying for jobs, holding on to or 
advancing on the job. 

However, in order to be consid^»red for the training program, 
applicants should have: 

1. Completed at least 10 years of education in their 
native country and/or the United States. 

2. Score at least 120 in the BVOPT (Bilingufil 
Vocational Oral Proficiency Test). 

3. Manual dexterity and no eye impairment for Data 
Ent ry Program . 

^. Basic arithmetic skill for Automated Bookkeeping 
Program . 

5. Interest and desire to work after training. 
E. INTAKE/SCREENING PROCESS 

About 6 weeks before the beginning of a new training cycle, 
( the intake specialist wil'' send out Chinese press releases, 

describing the program offerings, listing dates and application 
procedure, to Chinatown community's major news media, such as 
newspapers, radio and television stations, as well as all social 
service agencies in the community. When prospective trainees 
come to apply for training, the bilingual intake specialist will 
discuss the courses and requirements with the applicant in 
greater detail. The applicant fills out the bilingual applicat- 
ion and self-assessment form. Citizenship documents or permanent 
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residence card, staool diplomas, and related dccumetits are 
reviewed • 

Selection of motivated, dependable persons for training 
at the BVT project requiiTes comprehensive screening of 
applicants. The testing and personal interviews with applicants 
take much of staff time. The applicant is scheduled for an 
interview with 3 staff membe^*^: ths counselor, the skills 

( 

instructor and the ESL instructor. The applicant's background 
(education, work experience, skills), needs and larguage 
proficiency are further assessed. The first part of the BVOPT 
(Bilingual Vocational Oral Proficiency Test) will be administered 
by the ESL instructor during the interview. For acceptance, 
applicants should attain a low interme'i iate score of 120-1 75 . 
After the interview process, the interviewers review all 
applications at 3 selection meeting, and select those applicants 
vho demonstrate the greatest need for bilingual vocational 
training and who are limited English proficient. 

F. BVT PROJECT OVERVIEW 

Currently, CMP ' s Chine se /Engl ish Bilingual Vozational 
Trainipg (BVT) Program provides full- Ime training in the 
microcomputing areas of data entry/word processing and automated 
bookkeeping to a total of 120 Chinese adults. Included ia this 
pro^^ram is a component that attends to the development of the 
trainees language proficiency in business communication while 
emphasizing the understanding of the American culture and the 
world-of -wor k . 

The duration of the BVT program is 18 months, from 3/1/88 
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to 8/31/89. There are three 24 weeks training cycles, with 
40 trainees per cycle, 20 for One ualci en I ry/ word processing 
class, and 20 for one automated bookkeeping class. Trainees 
attend classes froia 9 a.m. to 5 p.m. Monday through Friday during 
each week of the training cycle. The daily class schedule is 
organized into eight 45-minute cl'-ds periods: 3 periods of job 
skills instruction (bookkeeping or data entry, basic office 
practice, and typing), 3 periodr of job-related ESL instruction 
(including time in the language laboratory), 1 period of group 
counseling/employ ability instruction, and 1 period of special 
activities related to the t raining, such as individual 
counseling/tutoring, practice of typing and similar motor skills, 
and completioa of homework. 

At the completion of each training cycle, the job 
development /counseling/placement staff assist the graduates in 
obtaining entry-level positions in the occupational area of 
office aide, such as bookkeeping clerks, file clerks, 
receptionists, secretaries, shipping and receiving clerks, 
statistical clerks, stock clerks, posting clerks, accounting 
clerks, claim examiners, word processor typists, data entry/ 
terminal operators, and computer operators. 

BVT program* s training facilities include 2 regular 
classrooms, one typing room, one data entry room, and one 
microcomputer room. An English Lab with 20 stations is available 
to all training programs. On-s ite equipment include 2 2 IBM 
Select/ic III typewriters, 20 IBM Personal Computtrs , 20 IBM 5281 
Data Stations, and 8 IBM Displaywriters. 

The current BVT instructional staff comprises of a job 
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skills instructor, a job-related ESL instructor and a counselor/- 



The instructors are biculturaJ (Chinese/Atner icar ) as well as 
bilingual (Chinese /Eng\ish) . With this jnde r standing of two 
cultures instructors are able to impart their experiences about 
both cultures. The bilingual quality allows the instructors to 
teach difficult concepts in the trainees' native language to 
facilitate comprehension and in English as the trainees depend 
less and less on explanations in Chinese. 



G. SUPiORT AND ANCILLARY SERVICES 
Without supportive services, uany trainees may not be able 
to attend the training or successfully complete it. Therefore, 
sp cial efforts should be made to provide or refer the trainees 
for needed supportive services. CMP provides for a $15 weekly 
stipend to its trainees to help them defray their duily 
transportation expenses while they are in training. Also, a 
counselor is available fot r cial ad j ustment / family counseling 
and translation/interpreter services. CMP has close ties with 



other social sex 'ice agencies in our commurlty so referrals for 
child care, housing assistance, healtii care and legal a-'ds can be 
made whenever need arises. 

H. JOB DEVELOPMEl^T AND PLACEMENT SERVICES 
The ultimate goal of a BVT program is to help all its 
graduates find gainful employment, and the success of the program 
is usually measured by the job placement rate it achieves. Three 




lope'*"s Th? ].roject director is assisted by ^* «firretary/- 



receptionist who 



ccr.dacts intake, testing, and follow-up«. 





stages are involved in the job placement process; namely, job 
development, job placement, and foiiow-up. These activities are 
integral components of a BVT project. It is the Job Developer/ 
Vocational Counselor's responsibilities to initiate new company 
contacts, develop jobs, screen trainees for the job, refer the 
qualifier candidates to employers, place them into jobs, follow- 
up and maintain contacts with employers. 

An important and valuable resources of a BVT program is the 
advisory committee. This committee can provide advice, 
guidelines fcr project director in the administration of the 
program, influence program planning, and assist in the job 
developTient of the program. A well-defined advisory committee 
should include representative members from different fields of 
endeavor, especially business people or employers who are closely 
familiar with job requirements to provide consult atior on 
curriculum content, set competency levels and to help open doors 
for employment to our future trainees* 
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II. CURRICUUJM DEVELOPMENT PWCESS 
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II. CURRICULUM DEVELOPMENT t'ROCESS 



Hi&h quality teaching in the vocational skills, job-related 
ESL, and employability instruction areas is essential for a 
successful BVT Program. HJgh quality teaching requires a 
comprehensive, well-planned curriculum; coordination of instruct- 
ion; and adequate time for preparation for teaching. 

The instructional team consisting of the skills instructor 
VESL instructor and counselor work together to plan a curriculum 
which effectively integrates the three components of instruction, 
i.e. vocational skills, job-related ESL, and employability 
skills. The skills of one learning component are actually part 
of and related to the skills of the other components. The 
emphasis of English language instruction is on those 
communicative skills tra5,nees need for the specific occupation 
and on those language skills needed to perform and interact 
successfully on a job. 

The staff is involved in the total curriculum process 
including dev-l'.ping specific performance objectives, determining 
appropriate contents, selecting instructional materials and 
equipment, identifying methods and techniques suitable for 
implementing and evaluating the outcomes . 

The instructors base the curriculum on an assessment of the 
trainees* vocational skills, language proficiencies, cultural 
differences and develop instructional materials to reflect the 
trainees * needs . 

The curriculum also reflects the need of the job market. 
The staff with feedbacks from graduates and employers as well as 




input from the advisory committee plans the curriculum based on 
occupational analysis to identify the required vocational, 
communi.cat ive and employability skills and to determine 
competency levels to meet the demands of business and industry. 

The curriculum is under constant evaluation and revision to 
meet the changing needs of the trainees as well as the employment 
needs of the community . A high job placement rate is contingent 
not only on good instruction and counseling but also on providing 
appropriate training for the BVT project students. Changes are 
required in the curriculum and course offerings from time-to-time 
in order to respond to the changing job markets. 
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III. OVERVIEV OF THE DATA ENTRY CURRICULUM 

The curriculum of the Data Entry course Is divided 
into five parts: Oojectives, Course outline. Instruct- 
ional Methods and Techniques, Materials and Resources, and 
Tiainees Evaluation. 

Part I clearly identifies the course objectives in terms of 
vocational skills competencies, employability skills and related 
language skill areas that the trainees need to master. 

PART II ic the course outline for each subject which 
encompasses the scope and sequence of instructional content. It 
identifies what trainees need to know and do in ordei to master 
the objectives. 

PART III explains the approaches and strategies of instruct- 
ion. The delivery of instruction accounts for differences in the 
trainees* abilities and learning styles by using a wide variety 
of approaches and techniques including the bilingual approach and 
coordinated planning . 

PART IV provides a list of resources and materials used to 
develop and supplement the curriculum. Utilization of the team 
approach 5s crucial in developing needed raterials appropriate 
for the limited English speakers. 

PART V describes testing materials end evaluative tools to 
measure the effectiveness of trainees in meeting the course 
objectives. Various instruments are used to document the 
trainees* progress, competency levels, placement goals and 
retention . 
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IV. COURSE DESCRIPTION AND OBJECTIVES 

PART A. OBJECTIVES FOR DATA ENTRY COURSE 
PART B. OBJECTIVES FOR JOB -RELATED ESL COURSE 
PART C. OBJECTIVES FOR EMPLOYABILITY INSTRUCTION/ 
COUNSELING COURSE 
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PART A. OBJECTIVES FOR DATA ENTRY COURSE 
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PART A. OBJECTIVES FOR DATA ENTRY COURSE 

The electronic computer is the latest in a long list of 

tools developed to process data. This tool can process any :ype 

of information and transmit accurate result. Before the computer 

can process anything, the information must be translated from 

written and printed form into coded form. The translation of 

written and printed information into coded form is the function 

of the Data Entry operator. This intensive vocational training 

course is designed to equip the trainees with both microcomputer 

and data entry skills using the IBM Personal Computer and IBM 

5281 disk based system in order to place them into entry-level 

positions such as data entry or terminal operator, typist, data 

control clerk and other related positions. 

By the end of the 18th week of the 24 week cycle, the 

trainees should be able to perform the following tasks: 

Computer 1 ite racy 

List historical developments of the computer. 

Describe the data processing cycle. 

Identify modern day electronic devices. 

Name the types of data storage. 

Identify at least five uses of computers . 

Define at least 15 compu ter operational t^rms. 

Diagraiu the flow of data from input to output. 

Mastering D at a Entry activities for the microcomputer 

n completion of these activities provided for the trainees, 

they will have a firm foundation in data entry procedures. 

Identify common parts of the microcomputer. 
Describe the procedures for the care of a diskette. 
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• Demonstrate the procedures for powering up and powprlng 
down the computer. 

Enter the data for a maixing list with 100% accuracy. 

Print the mailing labels and a directory accurately. 

Enter data for an inventory application accurately. 

Identify the types of sales made in everyday business 
transactions . 

Enter data for an Accounts Receivable application 
accurately . 

Enter data for an Accounts Payable application accurately 

. Identify and explain the parts of a check ^nd the check 
stub • 

Enter data for a bank reconciliation application. 

Describe the proce^lure used in calculating payroll. 

Prepare payroll data for entry into the computer. 

Enter data for a payroll application. 

Enter data for a general ledger application. 

Mastering of the IBM 528 1 Data Entry eq uipment 

Identify parts of IBM 5281 svstem. 

List the characteristics of IBM 5281 system . 

Identify the keyboard; the alpha keys and the numeric 
keypad . 

Describe the function of the following keys: 
Home key 

Field correction 
Record correction 
Load format 

- CMD key 
Duplicate 

- Auto enter key 

Demonstrate the procedures for operating IBM 5281. 
Explain what utility prograin is. 

Prepare program disk using data entry coding (N-, S-) . 
Key-enter related job into machine with lOOZ accuracy. 
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Descr'^be the procedures to prompt programs. 

Describe the characteristics of right adjust code (R-) . 

Key-enter data into computer with right adjust code (R-) 
accurately . 

Describe the operational procedures of verification. 

Key-enter the verifying exercls^es with 100% accuracy. 

Identify the errors and make correction during the 
verification process. 

Follow the alternate programming procedures. 

Key-enter alternate programming with 95Z accuracy. 

Reach a data-entry speed of 9,000 strokes per hour. 

Mastering of typin g skill 

Name the najor parts of an electric typewriter. 

Demonstrate keyboard operation and basic typing technique. 

Type letters and memos from rough-draft. 

Type at a minimum speed of 40 wpm with no mc^e than 3 
errors . 

Produce a resume using the word processing program. 
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PART B. OBJECTIVES FOR JOB-RELA TED ESL COURSE 

The main purpose for this course is to raise the trainees' 
proficiency in the language skills of listening, speaking, 
reading, and writing in order to function as ji Data Entry/Word 
Processing Clerk in an English speaking environment. The focus 
is on the vocabulary and language structures required by the 
trainees to understand and perform their jobs. 

By the end of the twenty-four weeks, trainees will be able 
to perform the following: 

Master specific communicative skills needed to perform various 
data entry tasks: 

Express and describe data processing cycle. 

Express and describe the types of data storage. 

Report and explain keyboard operations. 

Report information on procedures involving entry of data 
for inventory application. 

Identify office objects and supplies. 

Inquire about solutions to the problems involving machine 
operat ion . 

Ask and answer worl'-related questions. 
Follow instructions in performing operation. 
Read simplified operational manuals. 
Report Chronologically-related information. 
Request office information and instruct ions. 
Correct information given. 

Request additional information or clarification. 

Define the meaning technical terminology and vocabulary. 

Pronounce technical terms and vocabulary correct ly. 
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Spell technical terms and vocabulary correctly. 
Identify meaning of signs and symbols. 
Identify office objects and supplies. 

Describe location of office equipment, objects and ,uppl5>s. 

. Explain work--'»lated problems to co-workers, supervisors or 
customers , 

Write simple inter-office memos. 

Master employabil i ty communicat icn skills 

Describe their own background and abilities in terms of world- 
of-work . 

Respond to interview questions. 
Complete job -related f w rms . 

Write resume using proper spelling and grammatical structures. 
Communicate effectively in telephone work. 
Take messages accurately. 

Differentiate between nomenclature system in English. 
Decipher ebbreivated messages and terms . 
Pronounce the world-of-work vocabulary accurately. 
Spell the world-of-work vocabulary correctly. 
Express assistance and requests. 

Express emotional attitudes, i.e. hope, fear, satisfaction or 
disappointmer , gratitude, sympathy . 

Give time relationships, directions about locations. 
Follow direct ions to travel on the subway or bus . 
Make requests of Co-workers or customers. 
Use idiomatic expressions needed in the workplace. 
Master social-linguistic skills 

Introduce self and othe. .)eople. 
Greet people and neet people. 




Express and inquire about permission to do something. 
Express and inquire about agrssTsent and disagreeeienL . 
Express and inquire about approval and disapproval. 
Express and inquire about preferences or likes and dislikes 
Express and inquire about interest and disinterest. 
. Apologize anc' grant forgiveness. 
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PART C. OBJECTIVES FOR EMPLOYABILITY INSTRUCTION /COUNSELING COURSE 
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part c. objectives for employ ability i n struct i on /counsel i ng 
'"course 

Etnp loy ab il i ty instruction includes individual and group 

counseling sessions designed to surplement direct job skill 

training and job-related English Language instruction. It serves 

to help limited English speakers to prepare for and secure 

employment. The instruction aims to help trainees to understand 

different work environment, to perform adequately in a job 

requiring English language skills and to enhance the trainees' 

opportunity for future advancement in their job. By thv end of 

the cycle (24-week8), the trainees will be able to meet the 

following objectives: 

Work Orientation 

Define entry level clerical job, state their require- 
ments, job duties, salary lange, etc. 

Describe various career ladders in the data entry/ 
clerical field. 

Differentiate between various types of companies and 
industries as to their working conditions and ben'-fitSc 

Comprehend help -wan ted ads . 

Demonstrate how to handle the business telephone effect- 
ively . 

. Define juployee responsibilities and employee rights . 

Cultural/work adjustments 

Differentiate between trainees own cultural value and 
those of the U.S. 

Liat charact eristic s of Ame rican customs relating to 
greeting and leave takings, relationships with co- 
workers and supervisors and male/female statuses. 

Evaluate individual employment needs and qualifications. 

Assess individual's strengths and weaknesses as to 
education, skills, work experience and language 
proficiency . 
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Identify obstacles to employment and list ways to remove 
such obstacles • 

Set realistic employment goals . 

Identify good work habits and values expected of employees 

Differentiate between non-assertiveness, and 
aggress iveness. 

Describe ways of accepting criticism and giving 
suggest ions . 

Job Interview pr eparat ion 

Complete samples of application forms. 

Prepare a typed resumes. 

Write a cover letter. 

Identify proper dress code for interview. 
Arrange for an interview through the phone. 
Follow-up on a job lead. 

Take correct transportation to an interview. 
Describe the interview process used by employers. 
Answer most commonly asked interview questions. 
Raise appropriate questions at the interview. 
Identify test-taking techniques . 

Complete samples of various types of clerical tests. 
Follow-up on job interview by phone or mail. 
Evaluate a job offer. 

Use proper procedure for accepting or rejecting a job 
offer . 

On the job 

Hired for a full-time training related job. 

List common do*s and don^ts when starting a new job. 

Comprehend sample*^ of company handbook. 

Complete various employment forms, W-4, insurance forms. 
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time cards, employment eligibility verification form and 
other company records . 

Compute payroll taxes, withholdings taxes, and other 
fringe benefits deductions. 

Evaluate company benefits and determine one's needs. 

Identify difficulties that may occur at the early stage 
of employment and define possible solutions. 

Describe company accepted communication channels. 

State techniques for holding r job and for demonstrating 
promotability . 

Identify various aspects of an Employee Evaluation Form. 
. . Explain termination procedures. 
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V. COURSE OUTLINES 

PART A. COURSE OUTLINE FOR DATA ENTRY COURSE 
PART B. COURSE OUTLINE FOR TYPING COURSE 
PART C. COURSE OUTLINE FOR JOB-RELATED ESL COURSE 
PART D. COURSE OUTLINE FOR EMPLOYABILITY INSTRUCTION/ 
COUNSELING COURSE 
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PART A. COURSE OUTLINE FOR DATA ENTRY COURSE 
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PART A. COURSE OUTLINE FOR DATA ENTRY COURSE 

This course outline covers a 24-week training cycle. It 
contains i^ parts: (1) computer literacy, (2) data entry activi- 
ties for the microcomputer, (3) data entry using the IBM 5281, 
and (4) general review. The trainees learn the operation of the 
equipment through constant hands-on practice. Emphasizes are 
given to development of data entry speed and accuracy. The 
specific topics are furthered detailed In the Instructional unit 
plais • 

I. COMPUTER LITERACY (Weeks 1 - 2) 

A. Orientation 

B. Infrcductlon to data processing 

C. History of data processing 

D. Introduction to modern day devices 

E. The data processing cycle 

1 . Origination of data 

2 . Input cf data 

3. Processing of data 

4. Output of data 

5 . Use of data 

F. Computer system 

1 . Input devices 

2. Central processor 
3* Output devices 

4. Means of storage 

G. The flow of data 

H. Care of the diskettes 

1. Oo not bend or fold the diskette 
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2. '^^e a felt-tip pen to write persons* name on the 
diskette label 

3. Keep the diskette away from magnetic fields 

4. Do not touch the exposed areas of the diskette 

5. Do not expose the diskette to extremely hot or cold 
temperatures 

6. Carefully insert the diskette into the disk drive 

7. Replace the diskette in its envelope after use. 

II. DATA ENTRY ACTIVITIES FOR THE MICROCOMPUTER (Weeks 3-8) 

A. Introduction to IBM PC 

1. IBM keyboarding & function keys 

2. Operational procedures 

B. Hands-on use of the computer 

C. Keying-in of computerized merchandise inventory 

D. Keying-in of accounts receivable 

E. Keying-in of accounts payable 

F. Keying-in data of bank reconciliation 

G. Keying-l** payroll data 

H. Keying-in general ledger information 

I. Practice of BASIC program 

ITT. DATA ENTRY EQUIPMENT: IBM 5281 (Weeks 9 - 18) 

A. Introduction to data entry machine 5281; the alpha keys, 
numeric keypad and the function keys 

B. Operational procedures 

C. Program coding (N-, S-) 

D. Introduction to utility program 

E. Preparation of program diskette 

F. Procedures to prompt programs 
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G. Introduction to right ad:'ust code (R-) 

H. Introduction to verification procedures 

I. Correction during the verification process 

J. Introduction to alternate programming methods 

K. Crllls practice 

L. Speed and accuracy control 

IV. REVIEW (Weeks 19 - 24) 
A. Genwi^al review 

Written data entry post-test 

C. Various exercises practice 

D. Speed & accuracy control 

E. Data entry project set practice. 
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PART B. COURSE OUTLINE FOR TYPING COURSE 
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PART B. COURSE OUTLINE FOR TYPING 

This outline covers a 24-week training cycle. It contains 5 
parts: (1) basic typing skills, (2) basic application & statis- 
tical typing, (3) business letter & forms, (4) word processing 
& resume typing, and (5) general review. Further detailed can 
be found in the instructional unit plan. 

I. BASIC TYPING SKILLS (Weeks 1 - 3) 

A. Orientation ana typing room regulations 

B. Introduction to the machine parts 

C. Explain the difference between Pica type & Elite type 

D . The basic keys 

1. asdfjkl; 

2. heotinw. 

3. rcuxpyg, 

4. bz:mq?v- 

E. Tabulation 

F. Paragraph indention & backspace key 

G. Conditioning practice 

II. BASIC APPLICATION & STATISTICAL TYPING (Weeks 4-9) 

A. Figure keys & basic symbols 

B. Horizontal & vertical centering 

C. Rough-draft typing 

1. Proofreader's marks 

2. Proofread techniques 

D. Speed/accuracy control 

E. Figure control 
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III. BUSINESS LETTER AND FORMS (Weeks 10 -18) 

A. Susiuess letter; 

1. Modified block s*-yle 

2. Block style 

3. Modified block with indented paragraphs 

4. AMS simplified 

5. Open & mixed punctuation 

B. Addressing envelope 

C. Tables 

D. Reports & footnotes 

E. Business forms: 

1. Interoffice memo 

2 . Announcement 

3. Invoice 

F. Resume typing 

IV. WORD PROCESSING AND RESUME TYPING (Weeks 13 - 18) 

A. Introduction to word-p processing 

B. Alphabetic & numeric keyboarding 

C. Function keys 

D. Creating and ..toring a document 

E. Revising and changing document format 

1. Changing t-he margins & tabs 

2. Changing the page format 

3 . Changing the line format 

F . Resume typing 

G. Business letter typing and editing 
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GENERAL REVIEW (Weeks 19 -24) 

A. Building le t ters /report / tables typing competency 

B. Rough-draft typing 

C. Speed/accuracy control. 
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PART C. COURSE OUTLINE FOR JOB-RELATED ESL COURSE 
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PART C. COURSE OUTLINE FOR JOB-RELATED ESL COURSE 

This job-related ESL outline Is prepared in collaboration 
with the Vocational Instructor and the Counselor. The lessons 
taught in the English class reinforce both the job skills and the 
employabiltiy skills necessary for working in an English speaking 
environment. The following four parts reflect tne integration of 
VESL with the vocational and counseling component: 

I. Introduction to Data Entry and computer literacy, emphasis 
on technical vocabulary with a quick review of various 
parts of speech. (Weeks 1-3) 

A. Vocabulary 

1. Technical Terminology 

a. Parv.s of speech - nouns, verbs, adjectives, 

adverbs and prepositions 

b. Basic Sentence Patterns - S-V and S-V-G 

B. Computer Literacy and System 

' ^^Tnmifpr rm-f no lo C V 

a. Parts of Speech - nouns, verbs, adjectives 
b Compound words and phrases 

c . Basic Sentence Patterns 

II. Language for microcomputer learning (Weeks 4 -10) 

A. Machines and Equipments IBM PC 

^. Functional and descriptive communications 

2. Computer and safety language 

3. Modifiers and adverbial phrases 

B . Wo rid -of -Work languages 

1. Reading help wanted ads 

2. Job descriptions 
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3. Asking for clarification and req?'^3t for 

a, Wh-questlons 

b. Yes/no questions 

C. Data Entry of Inventory, account receivables and 
payables > payroll, and general ledger 

1 . Reading Instructions 

a. Questions and answers for clarification 

b. Verification statements 

c. Affirmative and negative statements 

d. Prepositional phrases 

2. Classroom Interaction 

a . Itriperat ives 

b. Cotuple:: S4^rrenc3s 

c. ''ubordinatoTS 

D. Practice of Basic Program 
larif icatlon 

a. heading in struct^. ns 

b. Following iirecticns 

c . " ag questions 

d. Models 

III. Language invo^vin^ data entry equipment IBM 5281 
rweeks 11-19) 

A, ProcecurL language 

1* Following directions - complex sentences used for 

instructions 

2. Phrases and clauses used as modifiers 

J . Reading sigrs and symbols 

4. Definitions of technical terms 
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B. Work Sites Simulations 

1. Operational Languages 

2. Role play - supervisor and operator 

3 . Guided conversation 

C. Etn-r loyablllty Language 

1 . Office communications 

a. Soclal-llngulstlc skills 
^ b. Idiomatic expressiors 

c. Expressing emotional attitudes 

2o Job applications 

3 • Resume writing 

A. Preparation for interview 

a. Interview questions 

b. Telephone communications 

c. Clerical aptitude test 
IV. Review (Weeks 20 -24) 

A. Guided Conversations 

B. Dialogue and role play 

C. Modal auxiliaries reinf orc*»ment 
C Testing Exercises 

1. Specific Skills Reading Exercises 

a. Using the context 

b . following direction 
E. BVOPT Poet Test 
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PART D. COURSE OUTLINE FOR EMPLOYABILITY INSTRUCTION/COUNSELING COURSE 



4b 

EBJ£ 40 



PART D. COURSE OUTLINE FOR EMPLOYABILITY INSTRUCTION/COUNSELING COURSE 



Employability instruction/counseling is an integrated part of the 
curriculum. Since the trainees are not familiar with work practices in 
the b.S., have limited work experience, and j.ack knowledge of the 
English language necessary for seeking, accepting and adjusting to 
employment, the employability instruction/counseling addresses these 
issues. Group sessions are held one period each day, five days a week 
for 18 weeks to cover tonics relating to world-of-work and preparation 
for employment. The latter 6 weeks are devoted to job placement 
activities. Individual vocational/personal counseling is available 
throughout the cycle to meet individual trainee's needs. 

I. Orientation (Week 1) 

A. BVT program goal 

B. Objectives of employability skills course 

C. Logistics of the program 

D. Introduction to vocational counseling and individual 
counseling 

E. Role and responsibilities of Counselor and Counselee 
II. Cultural/Personal Adjustments (Weeks 2-4) 

A. Trainees cultural values and At^rican customs 

1. Greetings and leave taking 

2. Time and space 

3. Hale end female statuses 

4. Interpersonal relationships between trainees and 
teachers; co-workers and supci-visors 

5. As.'^ertivenc»3, non-assertiveness and agressiveness 

6. Developing self-coi4f idence 

B. Self -assessment 

1. Individual job needs 

2. Evaluating individual job qualifications 

3. Development of Employability plan 

4. Setting realistic employment goals 



III. Job Orientation (Weeks 5-9) 



A. Job descriptions of clerical positions 

B. Job market characteristics and patterns 

C. Career opportunities 

D. Sources of job infcrmatlon 

E. Characteristics of various types of companies 

1. Location t size^ benefits and functions 
2* Visits to company sites 

F. New York City subway system 

G. Tele-training 

1* Telephone operations 
2* Business phone manners 

3. Taking messages and giving information 

4. Role-play in handling telephone in various work 
situations 

H. Job seeking skills 

I. Understanding want-ads 

1. Business terms and abbreviations 
IV. Job interview preparati on (Weeks 10 - 15) 

A. Job applications 

1. Terms and Vocabulary 

2. Neatness and accuracy 

B. Resume preparation 

1 . Purpose 

2. EleiP'»nts of a basic resume 

3. Format and stylr 

C. Cover lettp^ 

D. Job interview appointments 

E. Job interview 

1. Importance of a personal interview 

2. Interview & hiring processes used by common employers 
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3. Job interview behaviors 

a. Personal appearance, grooming 

b. Body language 

4. Job interview preparation and practice 

a. Do's and Donets during an interview 

b. Most conmon questions asked during interview 

c. Video-tpaed mock interview 

d. Guest speakers on interview techniques 

e. Films on sample interviews 

F. Clerical aptitude tests 

1. lypes and techniques of test-taking 

G. Evaluating a Job offer 
V. On the job (Weeks 16 - 18) 

A. What to expect on the first day on the job 

B. Do's and Dont's when starting a new job 

C. Possible problems occurring at early stage of employment 

D. Developing good work habits 

1. Punctuality and attendance 

2. Attitudes toward work 

3. Courtesy and cooperation on the job 

4. Expectations of co-workers, of supervisors 

E. Understanding company benefits & forms 

1. Insurance package 

2. Payroll deductions 

F. Employee rights and responsibilities 

1. Company handbooks 

2. Personnel manuals 

3. Complaint procedure 

4. Workplace chain of command/accepted communication 
channels 

G. Getting ahead on the job 

1. Employee Evaluation Form 

2. Continuing education 

3. Social interactions 

H. How to handle terminations 
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VI, Review (Weeks 19 - 24) 

A, Interview role-play 

B, Feedbacks from trainees after thei*" mcerview 
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VI. INSTKUCnCNAL METHCX)S AND TECHNIQUES 
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VI. INSTRUCTIONAL METHODS AND TECHNIQUES 

In planning approaches and strategies of teaching data 
entry, job-related ESL and counseling, some important 
things to bear in mind are: (a) methods should be directed to 
meet respective course objectives, (b) essential work communicat- 
ive functions should be included, (c) methods and strategies 
should take into consideration of the trainee's cultural 
background and learning styles, 

CMP has identified among numerous methods, 10 approaches and 
strategies as to be eff'jctive for limited English speakers in CMP 
Bilingual Vocational Training Program. In addition to these 10 
methods commonly used by all the instructors, there are specific 
strategies suitable for the particular subjects; for example, 
hands-on practic for vocational skills, silent way, word games, 
dialogues and dramatization for job-related ESL, individual 
counseling and role-playing for emp loyab ility skills. Selection 
of the most suitable approaches/strategies 5s based on the 
trainees* English abilities, their educational/cultural 
background, and vocational skill levels and aptitudes. The 
specific strategies are identified in the weekly combined lesson 
plans aid unit plans. 

The following are descriptions of 10 approaches and strateg- 
ies CMP has found to be effective. 
1. Team Collaboration - 

The collaboration efforts of the instructional staff is an 
essential conponent which unifies the BVT methodologies and 
techniques. The job-related ESL instructor, the skills 
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instructor, and tht vocational counselor of the same class meet 
regularly to coordinate lessons on content presentation. The 
skills instructor will present bookkeeping concepts in Chinese 
and the job-related ESL instructor wil' teach the trainees 
correct pronunciati and how to use the vocabulary in work 
situations. The vocational counselor will meet with trainees to 
discusp opportunities ir the bookkeeping field. Special time is 
set aside during the schtlule for the job-related ESL instructor, 
the skills instructor and the vocational counselor to meet, plan 
and coordinate effective instructional activities. 

2. Bilingual and Bicultural Approach - 

Since all trainees are limited English proficient, the staff 
of this proposed Chinese/English Bilingual Vocational Training 
Program has adapted a bilingual and bicultural approach. Not 
only are the instructors bicultural (Chinese /American) but they 
are also bilingual (Chinese /English) . With this understanding of 
two cultures, instructors are able to impart cheir experiences 
about both cultures. The bilingual quality allows the 
instructors to teach difficult concepts in he trainees* native 
language to facilitate comprehensions in English as the trainees 
depend less and less on explanations in Chinese. Chinese 
language explanations will decrease as the trainees progress 
through the training and English becomes proficient. More and 
more English will be used as the medium of instruction and by the 
3rd quarter of the training cycle, all instruction will be given 
in English. 

Appropriate use of the bilingual methodology is a skill 
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which is learned; the skill is not an automatic outgrowth of 
having bilingual capabilities, 

3. Lecture/Demonstration - 

This approach is useful when all trainees or a large group 
of trainees need to learn about the same concept, process or 
procedure before practicing. Since lecturing is the traditional 
learning style accustomed by most Asian students, it is m'^re 
appropria.^ to use lecturing during the early stage of the 
training cycle. To teach operation of various equipment, 
typewriters, data station and personal computers, demonstration 
of their use is most suitable for limited English speakers. 
Trainees can see how to perJorm a task, using specific 
procedures • 

4. Guest speakers - 

CMP invites guest speakers from different companies and 
local agencies to share their education, their needs, and their 
work experience with the trainees. Personnel directors or 
supervisors are asked to address our class by demonstrating 
office procedures and interview techniques. Our former trainees 
serve as positive role models by sharing their own success 
stories with the class. "^n addition, gt est speakers encourage 
discussion and questions from the audience to stimulate 
participations by our trainees as part of the learning process. 

5. Audio/Visual Aids - 

Audio/visual is an effective and stimulating tool to teach 
the trainees after the initial orientation and throughout the 
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training cycle. For ext...ple, the use of the English language xab 
enables the trainees to improve their listening and speaking 
ckills as well as interpersonal skills. Films and slides on 
World- of-Work topics are often used To sip^lement teach-'ng 
resources in the employabi lity skills course. 

6. Simulat iou/Kole Playine - 

Work experience is very important for the U.S. work place 
today . Unfortunately » mosr of our trainees are newly arrived 
immigrants. They do not have local work experience and are 
untamilJ.^ witu modern business iffice procedures. In order to 
help them, the instruc ors re^/^xcate the envir onmcr* t which are 
similar to the work place so the Trainees can practice on variou:^ 
tasks that they likely to encount^ on the job. For example, the 
skills instruct or would assign them a bookkeeping project - a 
business simulation in accounting which reflects th*^ real world 
of work sit ations. The vocational counselor would conduct a job 
interview and ask the trainees to role play between themselves* 
Ir English classes, trainees are asked to conduct meaningful, job 
specific conversations with other trainees to improve their 
communication and interpersonal skills. 

7. Tuf r.i ir^g/Peer Instruction - 

When the instructor is working wich c large group 
trainees, *t is difficult to give full attention to everyone. 
Some of the trainees may not have a clear understanding of the 
instruction Therefore, the instructor will either repeat the 
oame instruction to the who^e class or tuts^r chose trainees 



afterward. I" this case, the Instructor can ask more proficient 
trainees to help the others learn. We tind that the trainees 
ffccl more comfortable asking questions from classmate than of 
their instructor because of theijT cultural background. 

8. Field Trip - 

The inetructors arrange job-related or education/culture 
related fieli trips for the trainees during each training cycle. 
These benefit the trainees because they observe workers perform 
various tasks on the job. They learn how businesses and commun- 
ity resources operate and they can discuss with and ask questions 
of an experienced worker. Trainees can observe the communicative 
skills used by the workers on the job as well as proper work 
habits. The trainees can further share their field experiences 
after they return to classroom. They would, for example, discuss 
different work habits in the U.S. office and behavior in their 
home countries . 

>^ Computer Assisted Instruction - 

Instruction given by instructors can be enhanced by the use 
of the computer. For example, the ESL instructor can use TEXTPRO 
software to reproduce job-related English instructional material 
supplied by skills instructor. Demonstration software on data 
entry an^ splf-]faced tutorial with exercises are often used by 
the trainees, which are often animated with graphic informc*:ion 
to stimulate learning and recalls. 
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10. Exercises & Drills - 

Exercises and drills are selected from the textbooks by the 
respective instructors based on the trainees* vocational skill 
levels, aptitudes, English abilities and special needs. Trainees 
practice the skills, apply what they have learned, and proceed at 
their own pace. This method, which provides immediate feedback 
on how well the students have learned the tasks, is preferred by 
Asian students. 
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VII. INSTRUCnaNAL MATERIALS AND RESOURCES 
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VII. INSTRUCTIONAL MATERIALS AND RESOURCES 



It Is easy to purchase vocational education books but the 
challenge is to determine the approvriate materials for a 
specific occupational training program^ The overall reelection 
and adaptation of educational material take into consideration 
the trainees' academic level, their cultural background and the 
^equir-jments of the job openings. Whenever possible, the 
instru :tional materials reflect appropriate use of the trainees' 
native language, i.e. a bilingual glossary of Bookkeeping terms. 

The t m approach is used to develop needed materials; for 
example, the ESL instruction is largely developed from resources 
used in the vocational skills and emp loy ab i li ty skills courses. 
In the Vocational English component, the instructor would 
incorporate the materials from vocational texts and manuals sixoh 
as those in South-Western in preparing a 1 ,st of technical 
terminology for tuc vocabulary drills. T^'pical testis used in an 
application f'^'^m for employment are taker from a standard State 
Employment Office and converted into an English lesson. Teacher's 
handout would emphas ize the import aace of the English language 
structure while a English-Chinese bookkeeping glossary would e 
used to aid the trainees in understanding the materials n a 
specific lesson The glossary is often prepared and reviewed 
with ass*^ stance from an employer in the community to insure its 
accuracy . 

Due to the trainees' limitations in understanding spoken and 
written English, audio-visual materials and activities such as 
video, slides, filmstrips, transparencies, tape-recordings, and 
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posters are usid to support instruction. Pre-recorded tapes are 
used by the trainees in the Language Lab to build up their 
English comprehension. Educational videos are used to provide 
lessons and camera-recordings playback on a TV set are used i.i 
role-playing interview techniques. Telephone skills are taught 
using a Tele-training equipments and guides from New York 
Telephone Compary. Film strips, slides, overhead transparencies, 
posters and photos are used to further reinforce text materials 
and to provide visual feedbacks for the trainees. To dramatize 
statistical information, charts would be used in a lesson. 0th 
materials include Safety Signs, Language Signs, and Color Rods 
for "Silent Way" Methods. 

Hence, project-developed teaching materials become an 
integral pert of our curriculum. For example, a practical 
Strategic Manual on Job Development, Placement and Follow-up was 
written by the staff of the program. A World of Work 
Video Series designed for trainees of Asian background was 
developed by CM. P. with funding support by the privat sector, 
which addressed the unique Asian cvlturpl characteristics and how 
it might affect the oi!tcome of a job interview or their i-the- 
job attitudes and behavior wil.i peers supervisors. In 
addition, most of the basic computer operation manuals have been 
simplified by our staff and illustrated by using step by step 
diagrams for training purpose. 

Many practical teaching resources are taken from the private 
business sector, coromupity organizations, and other public 
service agencies. They include the expertise of company 
personnel officers, facilities and furnishings, up-to-date office 

54 60 



equipment, business manuals and supplies, and supportive human 
services . 

Our progra i would use these resources to augment all facets 
of the training, including recruitment of trainees, assessment of 
trainees* job aptitudes and language proficiencies, development and 
review o curricula, classroom instruction, job-specific counsel- 
ing, preparation for job search and job Interviews, and orientat- 
ion to good work habits and environments. Linkages are 
established with other social service agencies to provide needad 
supportive services such as day care to enable the trainees to 
enter and complete training, and to obtain ai J retain employment. 

Besides from assigning the ain texts to tne trainees, the 
instructors and counselor woi:ld compile supplemental teaching 
materials by adopting actual Job Descriptions use.' by companies like 
Blue Cross & Blue Shield ^^r instructions for coTipleting an 
Application Form by New York ^ity Department of Personnel. Tob 
search techniques are demonstrated by using daily newspaper ads 
which also provide a lesso.i in reading and vocabulary building. 

Many individuals in che em^iloym^nt community served as 
resources for the program and its curriculum development and they 
are. small business owners /managers , personnel officers, 
supervisors, and former trainees in various occupations. To 
provide role models, minority persons working in training -related 
field are invited as speakers or to act as interviewers in a 
role -playing session. 

Basic skills are taught by using examples from Company 
Policy Manuals and Persnnnel Guides. Additional resources from 
the training community include professional exchange with other 
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BVT program staff, professional associations and research 
journals/periodicals, as well as the teaching experiences of 
other social service agencies and community-based organizations. 
Instructional Equipment and Hardw as include the following 
IBM Selectric II & III Typewriters 
Electronic Printin^ Calculators (Standard Size) 
IBM System 5281 and 5288 Data Entry System 

[ 

IBM Model 6580 Display Writer System 
IBM PC and XT Computer System 
IBM Model 5218 Daisy Wheel Printer System 
VCR and Camera/Television Set 
Language (audio casse^^te) Laboratory 
KODAK Slide Projector and I6mm Film Projector 
Instructional Softwares include the following: 

Exploring the IBM-PC: An introduction to PC and DOS 
PC-DOS (Disk Operating System) Version 2.10 
PC-BASIC IBM Version 3.0 

Automated Accounting For the Microcomputer 

Century 21 Account ing 
The f.pecific instructional materials and resources are 
listed in the weekly combined lesson plans and unit plans (refer 
to Appendices for the Bibliography.) 
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VIII. TRAINEE EVALUATION 



The data entry course is under coriStant evaluation by 
the vocational Instructor, job-related ESL Instructor and 
counselor to determine the competency levels of the trainees. 
After 24 veekc of training, trainees should be capable of 
exhibiting and performing ^he performance objecti/es that are set 
for and given to them in this course. During the entire cycle, 
all aspects of trainees learning activities are being observed, 
recorded and tested by the respective instructors/counselor. The 
followings are the types of evaluation tools (copies of the 
instruments are attached under the appendices). 

1. Assessment test - This evaluation is conducted at the 
beginning of the cycle. It is conducted by vocational 
instructor, job-related ESL instructor, and the counselor. The 
evaluation includes: 

A. Brief entrance oral and written test ^ 
Bilingual Vocational Proficiency Pre -test 
(ac^apted scores » 120 - 175 low intermediate) 
Written diagnostic English as Second Language test 
(accepted scores 60% of the 75 questions test) 
Basic ari nhmetic test 

B. Interview for t ab assessment of the trainee's back- 
ground in education, vocational aptitudes, English 
proficiency, participation and motivation 

A comprehensive interview form scored and recorded 
by each instructor and counselor 
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C, Discussion to determine the grouping of the trainees 
according to their competency levels for lesson 
planning purposes 

D, EVd** atlon of trainee*s emp I oy ab i 1 i t y , evaluation of 
tr? .e*s strengths and weaknesses for the 

employ ability development pian. 

2. Evaluation of trainee's Progress - This evaluation is 
conducted to measure each trainee's progress in terms of the 
peT-f ormance ob j ect ives . 

A, Vocational skills 

Regular unit testing determining trainee's 
shortcoming in each task in a unit of automated 
bookkeeping before proceeding to the next set of unit 
tasks 

. The week?.y 5' timing in typing starting the 5th 
week scored with regular weekly progress charts 
Preliminary, m"»d-term and final examinations 
monitoring trainee's progress in instructional 
p rogram goals 

Project sets, work sheets and exercises providing 
trainees practical participation and drills through 
class performances and ass igninent /homework . 

B. Job-related ESL 

Listening to trr aees speak in English. Scoring 
them (1-5) accoroMng to the levels of fluency In 
rhetoric, style, syntax, vocabulary and pronunciation. 
Daily regular reading tests registered with regular 



progress chart for vocabulary, comprehension and 
reading speed 

Weekly regular written exercises with guided written 
ar tides for important structures and style 
Regular, weekly spelling tests of 10 technical 
^:erminology and 10 World of Work with progress charts 
Regular daily and weekly graded exercises and 
drills for important structure and vocabulary. 

3. Jo'nt evaluation - An evaluation by the combined efforts of 
vocational instriict-: ^ , job-related ESL Instructor and the 
counselor. This is done very thoroughly by means of case 
conferences which are held in the 7th, the 14th and the 21st week 
of the cycle. The purpose is to evaluate the trainee's progress 
not only on learning activities but also on motivation and 
attitudes. 

A. General and periodical progress of trainees based on 
trainee's competency records from respective 
instructors 

f . Achieved competency 1*» rel 

English proficiency orax/written 
Attendance punctuality records 

B. To Identify and bring to the attention of the 
counselor about the trainees' problems such as their 
inat tent iv en ess because of classroom difficulties, 
personal or family problems. 

4. Exit and Post-test - An evaluation to score t'le trainees 
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toward the end of the 19th to 20th week. THe post-test scores 
will be compared with the pretest scores to measure the 
increment of progress made by each trainee and the specific 
outcome of the general perform, ces of trainee in che entire 
cycle . 

A. Bilingual Vocational Oral Proficiency test 
expected passing scores ■ 200 - 275 high intermediate 

B. Written Diagnostic I^ngxish as Second Language test 
expected passing scores ■ of 150 question test 

C. The final examination of Data Entry test 

D. The counselor's report of trainee placement indicating 
# of trainees enrolled, # graduated, H placed, company 
name, job title & salary of the graduate placed 

E. The final attendance punctuality reports, 

5. Follow-up reports from graduates and employers. It provides 
an indication of how well a program is meeting its objectives. 
Feedback from graduates and employers are useful in strengthening 
program design and operation. 

A. A follow-up report is mailed to the trainees 30 
consecutive working days after placement. The trainees 
are asked to complete the form in d"^. eating if they a^e 
still working and if so, any changes in wages, title or 
positir n • 

B. A 6 month follow-up report is again mailed to the 
trainees for their current employment status. In 
additio'^ r^uestions concerning various aspects of the 
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training program are asked, i.e. to what extend trainee 
was able to use the skills acquired during training, to 
what extend did the trainees gain the ability to 
function in an English speaking environment, and 
suggestions for modifying the program. 
C. Qufestionnaires are mailed to employers 6 months after 
the hiring of our graduates. The purpose is to obtain 
evaluations of trainees' job performance and preparat- 
ion for the job, verify job t>lacement, and to solicit 
suggestions for program modifications • Suggestions 
:::ay include changes in curricula, materials and 
equipment . 

o. OUTSIDE EVALUATION 

Under terms of the grant from the U.S. Department of 
Education, the BVT project is required to evaluate its progress, 
effectiveness, and outcomes by an independent outside evaluator 
on an annual basis. The evaluation should address the following: 

1. The project's progress in achieving the objectives 
set forth in its approved application. 

2. The effectiveness of the project in meeting the 
purpose of the program. 

3. The effect of the project on persons being served 
by the project. 
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IX. CURRICULUM MDDIFICATION 
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iX, CURRIC ULUM MODIFICATION 

The BvT curriculum ac CH? is concinuousiy i ^r reviewed and 
revision. Valuable information is obtained regardxng the 
adequacy of the vocational training, job-related English language 
instruction and empj.oyability instruction, particularly after the 
trainees have been employed for a period of time. Employers' 
feedbacks provide information on the effectiveness or 
appropriateness of program operations. The comments and sugges- 
tions of former trainee! and employers are disseminated to all 
program staff. In this manner, appropriate staff members will be 
able to take the required action to modify their respective parts 
of the curriculum. The recommendations can then be incorporated 
into the planning process for the upcoming training cycle. 

Also, the findings and recommendations set forth in the 
report b/ the outside evaluator will be thoroughly reviewed and 
discussed jointly by the instructional ^'aff aiid program 
administrator. Following these discussions, proper course of 
action will be dccidec* to update the curriculum so that the needs 
of the trainees as well as those of employers could be met. 

In conclusion, we hope this cMrriculum will be of use to 
other BVT providers and will be of aid in their efforts to initiate 
or better their training. However, an a^^ency snould exercise 
discretion when adapt ng this curriculum for ^ts program. It is 
important to recognize soch factors as th.' population served, the 
job tnarket of the community, the adequacy of the facility and the 
quality of the staff. 
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APPENDIX A. BIBLIOGRAPHY OF MATERIALS AND REFERENCE 300KS 
FOR DATA ENTRY COURSE 



APPENDIX A 

BIBLIOGRAPHY OF MATERIALS & REFERENCE BOOKS FOR DATA ENTRY COURSE 



3ux, William E. & Clark, Jai F. Data Entry Activities lor the 
Miciocomputer , South-Western Publishing Company, 
Cincinnati, OH, lbH2 

Clark, James F., & White, Kathy Brictain, Computer Confidence: 
A Challenge for Today , South- Western Publishing Company 
Cincinnati, OH, 1986 

Close, Integrated Softvard: Principles and Applications Using 

Lotus 1-2-3 , South-Western Publishing Company, Cincinnati, OH 
1986 

Hapson, Pegg} , Keypunching, Fourth Edition , Prentice-Hall, Inc. 
Englewood Cliff, N J , 1984 

Factor, Paul, Card-Punch Machine Operation, Book 2 , 
McGraw-Hill Book Company, New York, NY 1972 

Shelly & Cashman, Introduction To Computers And Data Processing 
Anaheim Publishing Company, Brea, CA, 1980 

Silver, Gerald A. Data Processing for Business, Second Editici 
Harcourt Brace .lovnnovich. Inc., New York, NY 1986 

Troop, Jane & Woo, Donna, Display Write 3 , Scuth-Western Company 
Cincinnati, OH, 1986 

Wood, Merle W, Computer Awareness , South-Western Publishing Company 
Cincinn ti, OH, 1982 

Wood, Merle W Computers, People, & r ta , South-Western Company 
Cincinnal-i, OH, 1972 

Wood, Merle W. You Ar e A Data Processor , South-Western Company 
Cincinnati, OH, 19/2 
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APPENDIX B. BIBLIOGRAPHY OF MATERIALS AND REFERENCE BOOKS 
FOR TYPIKG COURSE 
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APPENDIX B 

SIBLIOGRAPHY QY COURSE MATERIALS i REFERENCE BOOKS F^^R TYPING ^OURSE 



Casady, Grill and Kushner, Basic Typewriting Applications, 
South-Wcstem Publishing Company, Clncinna::l, OH, 1983 

Crawford, Erickson, Bcainnont, Robinson & Ownby, Century 21 typing , 
Third Edition, South-Western Publishing Company, Cincinnati, OH, 
1982 

Lessenberry, Crawford, Erickson, Beaumont & Robinson, Century 21 
T>T)ewriting, Second Edition, South-Westem Publishing Company, 
Cincinnati, OH, 1977 

Nelscn, Julius, Typing for Accuracy, 

The H. M. Rose Conspany, Chicago, XL, 1977 

Palmer & Agnew, Triple-Controlled Timed Writings, 
South-Westem Publishing Company, Cincinnati, OH, 1970 

Troop, Jane and Woo, Donna, Display Write 3, 

Soi th-Westem Publishing Company, Cincinnati, OH, 1986 

Wanous & Langford, Basic Typewriting Drills, Fifth Edition, 
Sc :h-Westem ? jlishing Company, Cincinnati, OH, 1978 
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APPENDIX C. BIBLIOGRAPHY OF MATERIALS AND REFEREKCE BOOKS 
FOR JOB-RELATED ESL COURSE 
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APPENDIX C 

BIBLIOGRAPHY OF MATERIALS & REFEaRENCE BOOKS POK JOB-RELATED ESL COURSE 



T^pplebee, Arthur N. Tradition and Reform in the Teaching of English - A History. 
Illinois: ^ National Qxincil of Teacher? of English, 1974. 

Barbe, Walter B,, and Michael N. Milone, Jr, (January 1980) 

"The Best Kept Secret in Education Today; Modality-Based Instruction." 
Aides to Bilingual CcnnTunication Report , 
Bethesda, M): Miranda Associates, Irc. 

Berry, Dale W., and Mona A, Foldman, (1980) Evaluation of tlie Status and Effects 
of Bilingual Vocational Trairang , Report prepared for the U,S, Department of 
Healtti, Education, and Welfare, Office of Education, Office of Evaluation and 
Disseminaticm. Washington, D,C.: Kirschner Associates, Inc., and Managonent 
consultants Unlimited, Inc- 

Bilingual VocatiOTal Education Project. (1980) Bibliography of Bilingual Materials 
for Career/Vocational Education . Report prepared for Illinois State Office of 
Education, Division of Adult Vocational Bdvx:ation. Arlington Heights, IL: 
Bilingual VocationaJ. Education Project. 

Bilingual Vocational Oral Proficiency Test (BVOPT) . (1981) Test developed for the 
U.S. DepartTTent of Health, Education and Vfelfare, Office of Education, Bureau 
of Occn>ational and Adult Education. Dallas, TX: Melton Peninsula, Inc. 

Bradley, Curtis H. and Joan E. Friedenberg. (1982) Foundations & Strategies for 

Bilingual Vocational Education: A Handbook for Vocational-Technical Education 
Personnel . Washington, D.C.: Center for Applied Linguistics. 

Close, R. A. English as a Foreign Language. Cambridge Massachusett: 
Harvard University Press, 1963. 

Costinett, Sandra. The Language of Accounting in English. New York: 
Regent Publishing Carpany, Inc., 1977. 

Cardall, Jo Ann. (1979) Adult Vocational ESL . Language in Education: Theory and 
( Practice, No. 22. Arlington, VA: Center for Applied Linguistics. 

Darier., Steven; G. English as a Second Language. Oklahcna: 
University of Oklahona Press, 1972. 

Developnent Associates, Iiic. (1978) Handbook for Bilingu a l Vocational Materials 
Development . Report prepared for the U.S. Department: of Health, Education, 
and Welfare, Office of Education. Arlington, VA: Development Associates, Inc. 

Dulan, Heidi and Jeffrey Shultz. (April 1972) Crosscultural MiscoTTTai. Ication in 
the Classroan . Paper presented at the Joint Annual Meeting of. the society 
for Applied Anthroprlogy and the Anierican Ethnological Society, Montreal, 
Quebec. Canfcridge, Language Research Foundation and IIsw York, N.Y. 

Ford Foundation. 
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Assessn^t C^ter, California sJe S^vSktr^^f ^gkes 

'"^r.^.T%^^^^l^ ^^.e^J- ^eo,. to Practice. 

Fisher^n, Joshua u.. Bilingual Mucation. Mass.: Ito^ley, 1976. 
'^"'1;sS'fg; g:^/^%!°"^!:.,,,"^^^> ^tralc: jgas Criterion ^..r^. 

"^N^'^oSr.^^O^S^SS.^^i-?: vones. Business a^lis. ..sentials. 




P^pe"; St21i°^H?iS '" ft °' ^ vocational Purposes. 

«eg _ona_ iv Education Ser^/ice Center, Bilingual Vocatior^l Instructot Training 
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Miller, W. R., and H. C. Rose. (1975) Instructors and Their Jobs , 3rd Edition . 
American Tecjiical Society. 



Morris, Lynn Lyons and Carol Taylor Fitz-Gibbon. (1983) Evaluator's Handbook . 
Beverly Hills, CA: Sage Publications. 

Mrowicki, Linda. (1984) Let's Work Safely! English Language Skills for > S afety 
in the Workplace . Palatine, XL: Linnore Publishing, Inc. 

Olson, P. A. (1973) The Relevance of Behavioral Objectives for English . University 
of Mirjiesota,' Minneapolis (unpublished paper). 

Paulston, Giristina Bratt, ard Mary Newton Bruder. (1978) Teaching English as a 
Second Lan.^ge; Techniques and Procedures . Cambridge, M^: Winthrop 
( Publishers, Inc. 

Peterson, Morris, and Dale W. Berry. (1984) Strategies for Using External Resources 
in Bilingual Vocational Training Programs; A Guide for Program Planning and 
Operation , Los Angeles, CA: Evaluation, Dissenu nation and Asses^ent Center 
California State University, Los Angeles. 

Robinetf, Betty Wallance. Teach:.ng English to Speakers of Other Languages ; 

Substance and Technique . Minneapolis, MN; University of Minnesota Press and 
New York, N.Y.; McGraw-Hill International Book Co. 

Saville-Troike, Muriel. (1978) A Guide to Oilture in the Classroom . Rosslyii, VA; 
InterAmerica Research Associates, Inc., National Clearinghouse for Bilingual 
iducation. 

Shay, Gail F. and Nancy A. Siefer. (1983) VESL Materials Development . Phoenix, AZ; 
Arizona Department of Education. 

Siefer, Nancy. (1981) Language Assesgnent for Limited English Speakers in 
Vocational Programs. Mesa, AZ; .Mesa Ccnrnunity College. 

Stevick, E.W. (1976) Memory, Meaning and Metliod; Some Psychological Perspectives . 
Rowley, MA: Newbury House Publishers, Inc. 

Svends'=*n Carol and Katherine Krebs. (1984) "Identifying English for the Job: 
Exanples frcm Health Care Occupations" The ESP Journal, Vol. 3, 153-3 64. 

Troike, Rudolf*! C, , et al. (1981) Assessing Successful Strategies in Bilingual 

Vocational Trainiji^ Programs . Rosslyn, VA: InterAmeri^'* Research Associates, 
Inc., National Clearinghouse for bilingual Education. 

U.S. Departmi ^.t of Labor, Eirployment and Training Administration. (1978). 

T!he PublxC E^loyment Service and Help Wanted Ads; A Bifocal View of the 
Labor Market . Research a*^ Developnvent Monograi^i No. 59. Washington, D.C.: 
U.S. Gor/entnent Printing Office. 

Vasquez, James A. and Tobias M. Gonzales. (1981) Cr ^ngitive Styles: An Annotated 
Bibliography . Rosslyn, VA: InterAmerica Research Associates, Inc., National- 
Clearinghouse for Bilingual Education. 
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Velc-:- , Agatona T. and Consolacion G. ValjTonte. Good English, The Second 
Language Way. Manila: PhiliH)ine Book Company, 1970. 

Weg ann, Robert G. (Deceniber 1979) "Job-Search Assistance: A Rcvicv?. " 
Journal of Bnpioyment Counseling , 16, 197-226. "* 

Zymelman, Manuel. The Economic Evaluation of Vocational Training Programs. 

Washington, D.C.: The IntemaUonal Bank for Reconstruction and Developinent 
1818 H Street N.W., 1976. 

English lab Materials: 

Boyd, John R., & Boyd, Marry Ann. Con nections, Ccninunicative , Listening, and 
Speaking Activities . Regents Pub." ishing Co., New York, N.Y., 1981. 

Dixson, Rd: irt J. Everyday Dialogues in English , Regents Publishing Co., 
New Yoric, N.Y., 1984. 

Foley, Barbara H. New Hear This , Newbury House Publishers, Inc. Rowley, Ma., 
1984. ^' ' 

Hall, Eugene J. Practical Convsrsation in English , Regents Publishing Co 
New York, N.Y., 1984. 

Kii±>ale and Palmer. Getting along in English , Longman, New York, N.Y. , 1981 

Margano, Custer, and Beck. It's up to you: Language skills and strategies 
for getting a job , Lcngnan, New York, N.Y., 1980. 

O'Neill, Robert. American Kemell Lessons : Beginning, Intermediate, Advanced, 
Longman Inc., New York, N.Y., 1983 

Schecter, Sandra. Listenlj>g Tasks , Cambricacje University Press, Boston, Ma., 
1984. 

Thome, Tony. Living in New York , Nelson Filmscan Ltd., New York, N.Y., 1984 



74 



APPENDIX D. BIBLIOGRAPHY OF MATERIALS AND REFERENCE BOOKS 
FOR EMPLOYABILITY SKILLS/COUNSELING COURSE 



( 



ERIC 



81 
75 



1 



APPENDIX D 



BIBLIOGRAPHY OF MATERIALS & REFERENCE BOOKS FOR EMPLOYABILITY SKILLS / 
COUNSELING COURSE 



Anema, Durlynn. Get Hired 1979 

Janus Book Publishers. Hayward, CA 1977 

Blankledge and Blackledge, The Job You Want - Hov To Get It 
South Western Publishing Co. Cincinnati, OH 1983 

Corwen, Leonard. Hov To Find Ana Land Your First Full-Time Job 
Arco Publishing, Inc. New York, NY 1983 

Education Associates, Inc. "The Job World Workbook" 
Frankfort, KY 1982 

Ford, Carol and Silverman, Ann. American Cultural Encounters 
The Alemany Press. Hayward, CA 198^ 

Friedenberg Joan E. & Bradley Curtis H. F inding A Job In the United States 
Passrort Books. Lincolnwood, ILL 1986 

Gu:,de To Preparing Resume 

Neu ^ork State Department ot Labor, New York 

Hamner, HY. PiTacuive For Clerical, Typing And Stenographic Tests 
Arco Publishing, Inc. Ne- York, NY 1983 

Hopice, William E. The Encyclopedia Of Careers And Vocational Guidance 
Volume I & II Fourth Edition 

J.G. Ferguson Publishing Co. .Chicago, ILL 1978 

Jew, Wing and Tong, Robert. Job Interview Kit 
Janus Publisher. Hayward, CA 1976 

Jew, Wing and Tong, Robert. Job Planner 19767 
Janus Publisher. Hayward, CA 1977 

Kaln, Charles and Tong, Robert. My Job Application Ffle !980 
Janus Publisher, HaywarJ. CA 1977 

Kilchenstein, E. Delores, Grand - Godd;>rd, Bettye Sue 
Civil Service - Office Ills Review, Thired Review 
South-Western Publishing Cc. Cincinnati, OH 1985 

Lasker, Toy. Flashmaps - Instant Guide To New York 
Flashmaps Publications, Inc. Chappaqua, NY 1985 

Livingstc e, Arnold. Job Interview Guide 
Janus Publisher. Hayward, CA 1983 
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Moon, Harry R. Job Orientation Student's Manual 

f^orec, Arrold. The University of Texas at Au:jtia. 
^'Occupational Knowledge, Reading Book" 
Harcourt Brace Jovanovich, Inc. 1980 

Nored, Arnold. The University of Texas at Austia 
"Occupational Knowledge - Student Workbook" 
Harcourt Br'^.ce Jovaaovich,- Inc. 1980 

U.S. Department of Lauor. Occupational Outlook Hand ' A, 19Q A -1985 Edition 
U.S. Government Printing Office. Washington D.C. 

Powell, C. Randall* Indiana University. Ca reer Planning Today 
Kendall/Hunt Publishing Company. Dubuqae, Iowa -1981 

Rand, Kenneth. J^^c^Cards^aP^' Paycheck's 
Janus Book Publis a.s. Hayw-itd, CA 1981 

Siron, Sidney B.. Howe, Lel^-^d W.; Kirschenba- Howard 

Values ^".grificatxon, A HanacOok of Practicj^l St7at ogles For Teachers an d Students 
Hart Publising Co. Inc. New York, NY 1972 

Smith, Michael Holley. The Resume Writer ^s Handbook 
Harper i Row Publishers, li w York, NY 1980 

Thank Ycu . Ple ase Call Again - Teacher's Guide 

American Telephone 6 Teiep aph Company. 1975 

lhank You. Please Call Again - Spirit M;>3ter Book 
Americar Telephone & Telegraph Company. 1975 

Tiersky, Ethel & Martin. The USA Customs and Institutions 
Rege-^t^ Pi»blishing Cp., Inc. New York, NY 1975 

•'urner, David R. Ms. ir Ed. Clerk - Sc eno Tran scriber 
Arco Publishing Co. New York, NY Ijfb 

T-jrner, David R. Ms. in Ed. Office Aide 
Arco Publishing Co. New York. N^ 1978 
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Aud^o - Visual Materials 



F:nployinent Interview 

Milady Publishing Corp. Bronx, NY 1977 (Slides) 



Fxpding and Getting A Job 

a) Applying For A Job 

b) The Job Inte"^iew 

c) Your First MontNs On The Job 

Society For Visual Education Inc. Chicago, ILL 1978 (Fi Imstrip) 



Getting A Job 

a) Making A Career Decision 

b) Looking For A Job 

c) T'he Jo\ Interview 

d) Preparing To Hoi, A Job 

Society For Visual Eaucation Inc. Chicago, ILL 1978 (Filmstrip) 

Ge tting The Word Around 

Western Union. New York, NY (Films. zip) 

Intervi ^ *i ng For The Job 

Education Associates Inc. Frankfurt, Kentucky 1984 (Video tape) 
Job Orientation , Teacher Manual 

Milady Publishing orp. Bronx, NY IS^'B (Transparency) 

Telephone Techniques For The Secretary 

Milady Publishing Corp. Bronx, NY 1972 (Slides) 

Tele - VESL Business Telephone Skills 

The Alemany Press. Hayward, OA 1983 (Cassette tapes) 

While At Work 

Education Associat s Inc. ^rr^nkfurt, Kentucky 1584 (Video tape) 
Working 

HBO Studio Productions. New York, NY 1985 (Video tape) 
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APPENDIX E. SAMPLE INSTRUCTIOIAL UNIT PLANS 



DA?\ F.\rov 301 



AMPLE 

UN ITT LESSON F>LAN 



^TES 9 / 8/87 ~ 9/18/87 



"•cnputer 



CONTENT AND METHOD 



!• Introduction to computer litetacy 
Methods ; 

1. Bili.igual approach 
Lecturing method 



Introduction to machine parts 
Home keys, new keys 
Tabulations 
Oral drills 

lods : 

Bilingual approach 
Oral drilling 
Demonstration 



Part of speech 

Basic sentence v-^tterns 

Pronunciation 

Spelling 

ods : 1. Drills and exercises 
2. Dialogues 
3x Converaatior qnd 
simulations 



COUNSELO.^ B. Yu 



INTEGRATED ACTIVITIES 



1. Part of speech 
Nouns Verbs 



data 

diskette. 

input 

output 



coding 
verify 
power up 



Adjectives 
powerful 
careful 
large 



power down magnetic 



Basic sentence patterns 
N/P 4 verb 

N/P -fL.V. -r Adjectives 
Present tense 

Application of employability 
terias. 

Pronunciaf'on and spelling 
of /ocational terms and world 
of work vocabula' / including 
employabil J ty term^ from the 
counselor: 



evaluativ: 
too: 



stipend 

punctual 

belongings 



trainees 
deduct 



Dialogue: Using - t^ulation 
of trainee's acti ^es i: 
taking care of the *:twares. 



1. Pre-test 

2. Weekly 

qu'lges 



Pre-test 

1' f 2' 

tining 

test 



BEST 
tests 

Spelling 
quiges 
reading 
exercises 



ent : 

School regulat ions 
Program Objectives 
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ods : 

Bilingual approach 
Discussions 
Self-introdij : i. 



DATA FNTPV 301 



/--SAMPLE 
UTMIT LESSON F>I-AN 



ATES 12/7/V87 - 12 / 18/ 88 



racy 



CONTENT AND METHOD 



Content ; 

1. Introdiict jon to verification procedures 

2. Making corrections 

3. Exercises 

Method ; 

1 • Demo n s t r a t io n 
Tutoring 

Hands-on practice 



ml. 

Resume typing 

rhanging format on IBM Displaywr ' :er 
Conditioning pra. tice 

id: 

demonstration 
lands on practice 

iilingual approach with more English 



eifect tenses 
erb forms 

ubordir.ate clauses 
d: 

ialogue drills 
ecitation 
eading exercises 



nt : 

ress code 



d: 

'.scussing 
xplaining 



I' TRUCTORS G. Olbes 



A. Shih 



COUNSELOR 



B, Yu 



INTEGRATED ACTIVITI£S 



EVALUATIVE 
TOOLS 



1. Using subordinate clause in 
verifying procedures of 
Xey-entering 

2. Using passive voice in 
sentences involving the 
discussion of resume fomat 

. Practice ^he choices cf verb 
forms as applied to 
telephone commun-.cation 

4. Vocabulary application to 
gramn>^r : 



N6uns 

po are 

contact 

^xtension 

inteiviewtJiT 

pension 

impression 

Adjective s 

initial 

industrious 



Verbs 

in charge 

transfer 

verify 



Adverbs 
promptly 



1. Ticing 
test 

2« Exercise 



1. 5' tining 
test j 

r 

2« Proauciion I 
work-resure I 

3* Exercise 



1. Regular 
reading for 
specific ' 
Gkills 

2« i^.egular 
pronuncia- 
t lor and 
spelling 
quizes 



Quiz 
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APPENDIX F. PRDGRAM INTAKE FORM 
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\ 

Tjt ./^ ^ .|j .SL 

' Chinatown Manpower Project, Inc. 

."0 f.MILDCnnY S1H[ ET 
NI--W ORK. NY. 10013 
Irl.- (212) 5?l-i69Q 



nj,.\sh PRi r 



Name : 



Address: 



niLINClJAL VOCATIONAL TRAINING PKOCKAM INIAKC FORM 



Date of Interview: 
Social Security No, 



ERIC 



Telephone Number: (Day 



ay) 



Vocational Tralnin 
Sex:' 



ning Program: 



>iile 



Fem£ I r 



Countr- of origin: 



U.S. Citizen: Yes | | 

Lang,iage(s) Spoken Fluently 

Language (Fj pe'^son can read/write 
NuSber'of teirs Lived i. U.S. 



(Night) 

Cycle: 

Age: 



Year. 



Date of 



Birth: 



If no. Citizen ot 



Years 



Years o 



cnool Completed: 



U^f^i*itgl'^c^ol Diploma: 

llti^^S^^o'^olr^condary 
Sclio)] Diplomn from 
Another Country 

'Ml 

SuM;Ie Parent: 
Number of Dependents: 



Prior to Arrival in ¥.S. 

In U.S. 



I— 
Yes \__ 

vt[Z 

vtrz 



LI 



No [ 



1v 

No 



S3 



Years 
Y^ars 



iliM iii iMiiol ImiMiU w;j;; IihI iv fdn.tl : 



V 



iuy, llnom)>rbym'n» Insurnruo Bciwlits: 



tclicfits a 
L.tployed 35 or more Sours pc 



are Received: 
per week: 
1^ yes, gross wage p' r hour $ 



Employed less than 35 hours per week: 
If yes, gJfoSs V5 



If Empldyed, whei 



age per hour $ 
wher 



English language Skills: 
Date BEST Test Administered; 
BEST Score: 



Curr^tly ^^oi^e^lJ^/chobi 



A. 

Yes 

CD 
CJ 

I ! 



CZJ 



Vocational Skills of Individual; 



or Other Training Program \es 



No 



?tUt \foca-.iv ..al Trafningr 



Job Interests and Goals: 



In 



n case^ol emergency, not if y : 
Iclcplionc Number: ^ 



N-"nc Relationship 



( 'icrc f.nmlly can be readied durinr, ilip day) 

I hereby certify tliat all informal ion j;iven on this form is Liue and cotn,)lece 



APPENDIX G. BILI!JGn2\L VOCATICmL ORAL PROFICIENCY TEST, 
FORM A 
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BILINGUAL VOCATIONAL ORAL P10FICIENCY TEST - FORh A 

READ TO EXAMINEE 

{Give the following instructions in the examinee's native language.) 
My name is (test administrator's name) 

I am going to ask you some questions in English, Please r.iiswer in a complete 
sentence In English. 

I will ask each question once. If you want me to repeat the question, tell me. I will 
repeat the question if you ask me. 

If you d not understand the question, tell me and we will go to *he next question. 
Remember, answer in complete sentences in English. 
Do you understand what you have to do? 

(Wait for examinee's response.) 

{Repeat instructions if necessary.) 



Remember. All items must be read in English exactly as v/ritten and the examinee is to 
respond in English. 

1 What is your name? 

2 Where do you live? 

3 How long have you liv^d (there?) (here?) 

4 At about what ♦jme aid you get here today? 

5 How dio you get here? 

{Discontinue if examineo has missed 4 items or v«.) 

6 What kind of job training do you want? 

7 When could you start training? 

8 How many hours a week could you come to school? 

{Discontinue if examinee has missed 6 items or mere.) 



{Give the following instructions in the examinee's native language.) 



Now. I am going to show you some pictures that tell a story and will ask some 
questions about them. 

{Repeat instructions if necessary.) 
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{hJnt to photograph A1) 

9 {Point to the picture on the wall) What is wrong with the picture on the left? 

10 What are the woman and child putting in the box? 

1 1 Name two of the objects lying on the table. 

1 2 What will they do with the scissors and string? 




(Point to photograph A2) 

13 What is in the box the woman is carrying into the post office? 




{Point to photograph A3) 

14 What is the family on the left doing? 

1 5 Why is the woman and not the child carrying the box? 

87 95 





{Point to photograph A4) 

1 6 Where Is the box now? 

1 7 What are the scales on top of the counter used for? 
^ ® Jd^Jlil.^^® child pulling himself up to the counter? 




[Point to Photograph A5) 

19 What kind of job d-es the man In the picture have? 

20 Where did the box come from? 
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READ TO EXAMINEE 



(Turn on tape recorder.) 
Look at this set of pictures. 

{Show examinee set of pictures {Form A, Police Seriss). Allow examinee a tew 
moments to review pictures. Then start the interview.) 

Look at the pictures carefully and tell me everything you see in the pictures. 

(// the examinee has difficulty getting started, help him/her along by asking 
questions related to the pictures, such as the following.) 




{Point to photograph: Ponce Series A6) 

• What are the chi'^ren doing in the picture? 

• How do they know when to cross the street? 




{Point to photograph: Police Series AT) 

• {Point to lunchbox) What does this man have in the box? 

• {Point to little girl) Why is the little girUunning 
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{Point to photograph: Police Series A8) 

• What is this woman doing? 

• Why is she putting a ticket on the car? 

• {Point to parking patrol vehicle) What does the woman use this for? 



{Point to photograph: Police Series /J) 

• What happened in this picture? 

• Why is the man holding his knee? 

• What is the policeman asking the men? 

• Where do the police need to take the rr.an } 
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{Point to photograph: Police Series A10) 

• What is the man in the car doing'? 

( • '//trar na^peneo to ttie c'cor of th>. car? 

• (Point to the policeman on the right ) What is the policeman doing ? 



( 
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READ TO EXAMINEE 

{Give the following instructions in the examinee's native language.) 



In this section. I'm going to read some sentences. You will repeat each sentence. 
Please wait until I finish each sentence before you repeat it. If you ask, I will read 
the sentence again. Let* s practice first. 

{Repeat instructions if necessary.) 



Remember: AH items must be read in Er.^lish exactly as written and the examinee is to 
respond in English. 

• Fix it. 

• Check your tools. 

• Put it here. 

• You have to use it. 
Do you understand what you have to do? 

(VVa»7 for examinee's response) 

I cannot answer any questions after we begin. 
Let's begin. 

1 Get that brush over thert 

2 No, not that one. 

3 Be careful not to drop it 

4 Those boards are too long. 

5 Cut them shorter so they will fit. 

(Discontinue if examinee has missed 4 items or more. ) 

6 Use this saw to cut the boards. 

7 He just finished painting the door. 

8 The paint on the door is still wet. 

{Discontinue if examinee has missed 6 items or more.) 

9 Put a "Wet Painf sign on the door. 
10 Don't burn yourself on the oven. 

Ems 



1 1 Turn It down to 350 degrees. 

1 2 The vacuum cleaner isn't working rioht. 

1 3 The filter bag needs to be replaced. 

14 The bowls should be on the shelf. 

1 5 We need a large bowl to make cookies. 

16 Can you "p.6 the sharpest knife in the drawer? 

17 Be sure to use the knife carefully when you cut the meat. 

18 Have you started mopping the kitchen fioor? 

19 Sweep the floor before doing anything else. 

20 She just finished sweeping the floor and is now going to mop it. 



( 
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FORMA 



[ Subtest 1 : 




Subtest x: 

Cpts-cnded iatcnk^- 


Subtest 3: 






Subtest 4 






Tune Started: 




Ttme Started: 


Time Started: 




Time Started 






Finished: 




Finished: 


Finished: 




Finished 






Total: 




Total: 


Total: 




Total 






! « Appropriate and 
understandable 

0 « Inappropriate, 
unintelligibie, 
no response 


Low ■ 1—3 " Low oral 
Engliih proHciency 

Medium ■ 4-6 ■ Medium 
oral ErtgUsh proficiency 

High ■ 7-8 « Hi^ oral 
Ertglish proficiency 


1 « Perfect repetition: 
or imperfect response 
that retains meaning 

0 * Meaning lost, unintell- 
igible, no response 


Y = Correct response 
N = Incorrect response 
(3 = No response 


1 1 


0 






1 


1 


0 


1 


Y 


N 


0 


2 1 


0 


Low 


2 


1 


0 


2 


Y 


N 


0 


3 1 


0 


■ 1 


I 

2 3 ' 


3 


1 


0 


3 


Y 


N 


0 


4 1 


0 






4 


1 


0 


4 


Y 


N 


0 


5 1 


0 






5 


1 


0 


5 


Y 


N 


0 


6 1 


0 






6 


1 


0 


6 


Y 


N 


0 


7 I 


0 






7 


1 


0 


7 


Y 


N 


0 


8 1 


0 






8 


1 


0 


8 


Y 


N 


0 


9 1 


0 


Medium 


9 


1 


0 


9 


Y 


N 




10 1 


0 


'4 


5 6' 


10 


1 


0 


10 


Y 


N 




11 1 


0 






11 


1 


0 


] i 


Y 


N 


0 


12 1 


0 






12 


I 


A 

0 


12 


Y 






13 I 


0 






13 


I 


0 


13 


Y 


N 


0 


14 1 


0 






14 


I 


0 


14 


Y 


N 


0 


15 1 


0 






15 


I 


0 


15 


V 


N 


0 


16 1 


0 


High 


16 


I 


0 


16 


Y 


N 


0 


17 I 


0 


'7 




17 


1 


0 


17 


\ 


N 




18 1 


0 






18 


1 


0 


18 


Y 


N 


0 


19 1 


0 






19 


1 


0 


1^ 


Y 


N 


0 


20 1 


0 






20 


1 


0 


20 


Y 


N 


0 


Total 
Raw 

Scor« 






Assigned 
Raw 
Score 
J 


1 

_J 


Tola! 

Raw 

Score 






Total 

Raw 

Sct)fC 
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APPENDIX H. INDIVIDUAL COUNSELING AND EMPLOYABILITY 
DEVELOPMENT RECORD 
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Counselor 



IHDIVIDUAl COUNSELING & EWLOYABrLITY DEVELOPMENT RECORD 

'• Class: 'IV2l.:_( ) 

/VViress ; 

Social Security Number : 

1. PREVIOUS WORK EXPERIENCE (before joining BVT Program) 



2.EDUCrtTICTJ ; (academic & \ADcational) 



3. CBST;aaE TO EMPLOyMENT (e.g. English deficiencies, ckill deticiencies, handicaos, 

age, sex, lack of child care, criminal record, etc.) 



4. SKIII^, TRAINING AND/OR INTEREST : (surrratiOT of talents, car>abilities, hobbies) 



5. EMPLOYMENT GOAL (at the corpletion of training cycle) 



6. BVOPT TLbT : 

Pre-test Score Date Post-test Score Date 



7. CASE CONFERENCE REPORT : 
Job 

Date Related ESL Bkpg Typing BOP Ctounseling Attendance 

1. 



2. 



8. INDIVIDUAL COUNSELING SESSIONS 
Date 
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9. REFERRAL TO l»BUBSIDIZEI) QVUXmn OR ADDITtOWVL miNING : 

D>ployer*s Result Startinc Rejec ted 

Name 6 Address Position Date (Accepted ) Date " Reason" 

A. 



B. 



C. 



D. 



10. OOMMEKIS : 
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APPENDIX I. TRAINEE COMPETENCY DEVELOPMENT RECORD 
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Tr;uiice: 



C.M.p. nii,!r«avu. vixyvTHmi. iMuiKM^tiinrnu;) imiNax; mx;i(AM 

Counselor: 

Period of Review: 



B, Yu 



1-0 WL'J;i 





SUUSKIU. 


I'KllFOXMARJl-: LLVi^LS 
1 2 T J 




Pre-test | 












uata i'rocesiing u)ncopts d Temanoloqy 












DATA ENTRY 


care & Jianaiing or Diskette 














Apple 11 £> IDM rc Operational Procedures 


























CuuiKints 














I'arts or Typewriter 














Pre- test 












TYPING 


A lie Kcyixxircl 














Tabulation 














Speed oixl Accurocy 


1 










Cauiicnls 














I rc~ CP D c 














vocaxAiiary 












E.S.L. 


urairinur 














Listening Ccnprcliension 










_. 




Speaking 












CunticiiLs 














AttitiKJe aixl Motivation 














Attendance aixl I\inctuality 












/yi^iicdn V-Uicure ano vjustcrns 














OKJU octircn 


























Cauiv:nLs 




















































































TtniiMy's SiyiviLurc: IXitc: 
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^^^^^"^ ii_J^!LGood. _Jj.,_Good. , 4: Fair . .5. Lim^^o<^ 



c.M.p. niiiiwaiAi. \AX7\Ti(»y\i. friicwMtiMurrjNt;) hvvinim; pux;i(am 



Claris: ''•'l^Y 



Ti n I nee : 



Counselor: 

Period of Itevicw: ^ " • 



.SUPJIiXrr Al^EA 



DATA ENTTRY 



CauTcnLs 



CuiitK:nLs 



E.S.L. 



CuuiciiLs 



CUUNSnLlt>)G 



Cciiiivjnl s 



Trainee's Sigiviture:_ 



SUI3SKILL 


1 2 3 


4 5 


5281 Oi^rational Procedures 












Utility Programs 












Program Codes 












Prcnpt Progroiffning Concept 


























^fcITOrcmda and Centering 












Proof - Reader's Marks 












Letter Styles 












Envelope Afldressiiig 












Six^ed and Accuracy 













Vocabulary 












Grammar 












Listening Ccmprehension 












Speaking 










• Writing 














Clerical Testing 












Afplication Fonn 












Resale Writing 










Cover Letter 












Attendance Punctuality 













































































Date: 
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KEYt It Excellent 2: Very Gocd 3: Good 4: Fair 5. Linvited 



c.M.p. mi.iMJiAi. v<x7vn(*JAh {fticiHKtiniuriw;) 'itaininc im«x;i(am 



Counselor; D,. Yu 



icriou OL Uevjcw: 13 - lb wf\ 



DATA ENl'RY 



L'amcnts 



Alternated Pre. rfeUiai 



Verification Procedure 



Data Entry Tinned Wr j Ling 



Post- test 



Keyboordincj Proficiency 



PIxXXJESSlNC; 



Knowledge of Operational Procedures 



Ai43licaLion of Various Tasks 



Resane 



Business Foms 



TYPING 



Reports 



Ccimcnts 



Speed cuxl Accuracy 



Post-test 



Il# • S • Li • 



Oimv:nts 



aXJlJSKLlNG 



Cuiuirjnt s 



1 2 3 4 S 















Vocabulary and Granirar 








1- 




Speak iiKj 








Listenjjig Cuivrchension 












Writing 












Post-test 
















Tele{)lione Tecluiiques 








Job Inl.orvit.v Tcctinirfues 










KnowlcHlqc of starting nrxl holdiixj onto a job 












Ji?b Rrndincsn 

























Trainee's Sigivaturc: 



Date: 
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19/: 1: Excellent, 2: Very Good 3: Good 4: Fair 



5. Lijnitcd 
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APPENDIX J. .TOP PLACEMENT INFORMATION 



ERIC 



no 

102 



B7T PROGRAM JOB PIACEMENT INFORMATION 



Name: 



Vocational Training Program:^ 
Program Completion Date: 



A. Placed in Job Within 30 Days of Program Completion or Exit? I 1 les I i No 

If no, is individual seeking employment? I I Tea I I No 

If yes: 

1. Name of Company^ 



Address 

Telephone 



Supervisor's Naae^ 
2. Nature of Job: 



3. Is Job Related to Training? I 1 Tes I I No 

^. Date Hired: 

5. Date Job Begins :^ 

6. Number of Hours to be Worked Per Week: 

7. Startinj; Gross Wage Per Hour: 

8. Does Job Include Medical Benefits? 

i 1 Tes I I No 

B. ErTolled for Further Education at Training Within 30 Days of Program Completion 
or Exit? 

I I Tes l~l No 

Follovmp Dates 

90 Days: 

180 Days: 
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APPENDIX K. TRAINEE EMPLOYMENT STATUS REPORT 

t 
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CHINATOWN !-L " OWTR PP.OJECT, INC. 
t se/Engllsh/BUlngual Vocational (Micro-computing) Training Program 
Trainee Employment Status Report 



Counselor: 



Page 



n 



ERIC 



Employer/School Information 


Position 
Status 


Starting 
Date 


Beginning 
Salary 


hajor 


Naime^ Address & Telephone 










• 








• 
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APPENDIX L. FOLLOW-UP SURVEY OF FORMER BVT PROGRAM PARTICIPANTS 
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POLLW-UP SUILVZT OF PORMEL BVT ffiOGRAM PARTICIPANTS 



I 90-Day Follow-up 
I 18C-Day Follow-up 



Name: 



Address : 



Telephone Nxxmber: 



Date Individual Completed or Exited Program j 
Date this Survey Conpleted:_ 



1. Are you currently employed? 

I~| Yes !~I No 

(Continue Survey) If no, Have you been employed at any time 

since completion of or exit from 
BVT program? * 1 | yes 

1 T No 

2. Who do you vork for? 

3. Is this same or different company from your first job after completing the BVT 
trainii-g program? 

Same | | 

Different I | 

^ If different, name, address and telephone number of company 



4. Ha*?e you been employed contiruously since completion of or exit from the 
vocationfll training program? 

I I Tes 



I 1 No 

5. Pleas* describe your current Job. 



^ lib 
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6, Is your current job: 

Same as when originally hiLred I I 

A promotion from orig5na_i job I | 

A demotion from original job | | 

Different job, but neither a promotion or a demotion | I 

7. What is your current gross oourly wage? i per hour 

8, Are you being paid more, less, or the same as the first job you obtained after 
you completed or exited from the vocational training program? 

More I \ \ 

Less i I 

The Same ! I 

9. How many hours do you work per week? 



10. Do you receive medical benefits from your employer? 

I { Yes 

I 1 No 

11. Are there opportunities for you to advance at the place you work? 

Considerable Opportunities | | 

Limited Opportunities | | 

No Opportunities | | 

Explain; 



12. How satisfied are you with the vocational training you received from the BVT 
program? 

Very Satisfied I | 

Satisfied | | 

Dissatisfied | j 

Very Dissatisfied I | 

ERiC ^ ^ 7 



13. How satisfied are you with the English language instruction you received from 
the BVT program? 



! ! 



Satisfied I I 

Dissatisfied I I 

Very Dissatisfied I I 

14. Would you recommend the BVT program to others? 

i 1 Yes 

I 1 No 



Explain: 



15. Are you currently enrolled in any school , educational, or vocational training 
program? 



I I Yes 

I 1 No 



Specify: 



16. How satisfied are you with your present job? 
Like it very much 
Like it somewhat 
Neither Uke it or dislike it 
i)islike it somewhat 
DisUke it a lot 

Why? 



17, What changes in the vocational training program do you suggest for the future? 

a) Vo tional Tralnlng^ 

b) English Language Training 

c) Other 
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APPENDIX M. EMPLOYER FOLLOW-UP QUESTIONNAIRE 
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EMPLOTZR POLLOff-UP QDESTIONNAIRZ 



I I 90-Da7 Follow-up 

\ ' I ISO-Day Follownip 

Name of Employee :^ 

Company Name:^ Type of Business :^ 



1. Is the above Individual currently employed by you or your company? 

I I Tea [Continue with Survey.] 

1 I No [If no, ask why not and stop.] 



2. Briefly describe this employee's current Job. 



3. Does Individual work: 

35 or more hours per week I I 

Less than 35 hours per week ! j 
xs his/her current job: 

Same as when originally hired | | 

Promotion from original job with company I | 

Demotion from original Job with company 1^ | 

Different Job, but neither a promotion or demotion I | 

5. What Is employee's present gross hourly wape? i per hour. 

6. Is this employee's wage higher, lower, or the same as when originally hired? 

Higher | | 
Lower I | 
The Same I | 

7. Doe- employee receive medical benefits? 

I I Yes \'^^\ No 
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8« Arc there opportunities for this employee to advance at your company? 



Considerable Opportunities I I 



Limited Opportunities I 1 

No Opportunities I I 

Explain : 



9. Compared to other individuals at the same Job level, how would you rate this 
employee's job skills? 

Above Average I I 

Average I I 

Below Average I I 

10. Is this employee's English language skills adequate enough to' perform his/her 
current job? 

English language skills are adequate to perform job I I 

English language skills are a problem in performing his /her job I I 

U. Is this employee's English skills a barrier to any advancement with your 
company? 

I I Yes 
I I No 

Explain : 



12. In general, how satisfied are you with this employee's work? 
Very Satisfied I 1 
Satisfied I I 

Somewhat Satisfied I I 
Dissatisfied I I 



13« What changes, if asv; should the BVT program make in its training program to 
enable its trainees to be more valuable employees to your company? Do 
individuals need more training? If so, in what areas? 



11?. 



